■ 



SB 129 239 



II OOa 015 



INSTITUTION 
PUB BATE 
NOTE 



CSO Library-Ese; a Glossary of Initiallsmsy Tens, 
Acronyms I Phrases ^ etc, 

Colorado Stat^ nmiT. ^ Ft* dolliiis. Libraries , 
75 

ttjp. ; Colorado Stati Oniversity Libraries Publication 
No^ 1 7 



EDBS PRICE 
DISCPIPTOBS 



Mr"S0,83 HC-$2.06 Plus Postage. 

M5brtviatlons| ^Glossaries; *Librai:F Science j Library 
Services; Library Technical Processes; University 
Libraries ^ ?ocabiilary 




librarianship or spGcifically in the Colorado State Uiilyersity (CSO) 
Libraries* Han y aefinitioiis are takM airectly frosi the "anierican 
Library issociation Glossary" but others, specific to the CSO 
Librariesir are takeii from the departinent or aivislon of their origin. 



* DocuB^nts acgiiired by BHIC inclade many. Informal unpublishea ^ 
^ materials not available from other sources* llIC nakes every sffort ^ 

* to obtain th€ b€st copy available, Nevertheless; item of oarglnal ^ 

* raprodiiciblldty are often encounterea and this affects the gualtty * 

* of tht aicrolicle and hardcopy reproductions EPIC ntakes available ^ 

* via the ElIC Document BeproauctiDn Servicfi (EDRS). IDRS Is not ^ ^ 

* rasponsible for the quality of the original docuaant, Beproductions * 

* supplied by IDRS ar€ the best that can be made froa the original. * 



ERIC 



C^y LIBIURY-ESQ 



a glossary of 
initial Isms 5 terms, 
acronj.TrtS, •phrases, 
etc . 



NATIONAL INSTlTUVeOF 

THIS DOCUMENT HAS Bi€^i HEFRO- 

THE PERSON OR aROANiZATiON SBiG-^N- 
-STJNG JT P0IN7SDF Vli^0^OPjp>^jQ^| 

SiNtO^FlClALNA^ iOMAL INStltUTi OF 



ColoradD Stmte Untvetsity Lt&rarift« 
Fcrt Colllni^ Colorado 

1975 



INTRODUCTION 



This is a glossary of tcsrms used in the CSV Libraries. It 
includes def initiions of words, acronyms, Inltlalisms and phrases 
which are generally used la llbrarianship , as well as items which 
ar^ unique to CSO Libraries, Our purpose has been to include as 
wiich as possible^ rather than to exclude anythingi 

Thera is no clalni. to originalityp Many definitions have beeti 
borrowed Intact from thm ALA Glossary and elsewhere, and some have 
been only sllghcly modified. Definitions of local origin come, 
ir4.sofar possiblSj from the department or division vhere they are 
moiSt psed« Mmiiy have been shortened or simplified to provide xnore 
general uscfylneas and Interpr^^taCion. 

Each term Is defliied in the form most connnonly used in the CSU 
Libraries* In soflie cases ^ this may he an acronym or inltlallsoii 
In othet casas, It is the whole word or phrase. 

Work began on this glossary in the spring of 1974, l-iany staff 
members have served on the cotnmittefe* Barbara EurkCi Robert DeW'itt, 
Kfiren Fachan, Porothy Garner.^ Harlene Her^uKj Lynn Hodapp, Anna 
Kuenernianj William Lindgremy John Newman^/ mi Patricia Smith, Hyra Jo 
Moon, designed the cover page. In addition^ the Conrmiittee would like 
to thank all the other staff who contributed their Ideas, comraente 

and criticism and especially thank Scarlat Taylor and the Front €f£i(ee 
for compiling the AppendlK ani typing the ■'^hole thing. '^^ 



ARL Se© Association of Research Libraries, 

ALA FILING RITLES - Card filing rules €:gtabll.ghed and published by the American 
Library Association. UBBi In this £*nd Kost other librarlas* 

ABEL * A book vend^r^ r.ow out of fcasiness^ from whom the library used to order 
materials. 

ABSTMCT - A brief sraimimry that gi was thm €Ssenitlal poitits of a book, pamphlet 
or article* 

ACCESS SERVICE HOURS - Those tlpes when the bulldiiig is op^n for study purposes 
only* Materials may not fee checked otit and m loan, reference* reserve, or 
Dther services are provided^ 

ACCESSION NWIBER - A uvmhet formerly asslgBed to aach book or Item received by 
the library* 

ACCOUNTING OFFICE - The office under the Administrative Assistant 'which maintains 
the library's financial records. 

ACCOUNTS FAYABLE OFFICE - The section of the CSU business office to which the 
library sends requests for payments* The off lee deals with the following 
types ©f aecooots: a) AccoiEnt payable^ ^hlch is money owed to a vandor as 
a result of his having sent us a publicaci^on in response to a purchase order, 
and b) Accoynt recelirable, which Is money owed to CSU, 

ACQUIS ITIO;HS DEP.MTHE^T A department l,n the Techmical ScTVi^cieS' Division which 

assigns vendors acquires library materials ^ and marintains records regarding 
materials on order* 

' ACRONYM A word formed fron the fl^st {or first few) letters o£ smBtml words*. 
Far eacan^plej see AIMLDi, 

ABDED ENTTRY A secondary entry In the card catalog, ±,e^, any other than the 
main entry* k duplicate of the wmin entry with the addition of a heading 
to represent Im the catalog, a subjecCy J.oint authDr^ Illustrator n editor* 
compiler^ itranslator codlaborator , series 5, etc. 

ADMINISTRATIVE COTJICIL Sea Councils ^ Llbrarlei* 

ADmKISTMTIVl SERVICES DIVISION - The aivlsion dir/ected by the Administrative 

Assistant whleh Includes the areas of photodupllcation^ aacauint^ing shipplisg 
end irecel^ing,, bmlldlng and equipment maintenance, supplies andl inventory 
eontrolp and pErsoMel activities concerning hotirly wage awd special assis- 
tants (such as work study). 

AltCLO « 1* The acronym for Auto- Instructional Media f^or Library Orientation* The 
self-iervlca atAdlQ--¥isual units located In the reference, doctaments and other 
areas off the library which provide InstruetlofA about perlodlc;al indexes, the 
card cat:alog, tJ.S* Government Documents, etc, 2. Aimo also rafers to the 
project in feThich the programs and machlM packages mrB designed and develaped* 

ALPMBEflCAL 0HD8E - 1, Arrangement accoxdlfig to che lettats of the-alphabet , 

2. In libraries, filing rules for alptehetiEitig consistently; a,g., never file 
by the Initial articles "a,"' ''mi,'' and "the J' This library has incorporated 
the MJi rules into its filing systtanr 
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ANALYTICAL ENTRY - An entry in the card catalog for a part of a work or collection 

for which a complete entry is made. Analytical entries can be raade for authors, 
titles, and/or subjects. An easy way to distinguish an analytical entry is 
that the call nymber contains the volamej or part nLcnber. 

AHGLO-AKERICM CATALOGING RULES - A book published by the American Library Associ- 
atipn and used by most libraries in the English-speaking worlds describing 
correct cataloging techniquts for all library niateriala. 

ANONYMOUS WORK ^ One in which the author's name does not appear anywhere in the 
book; of unknown authorship. 

AKN0T4TION ^ 1. A note that diescrlbes, explains^ or evaluates; especially such a 
note added to an entry in a bibliography, reading listj or catalog, 2, The 
process of making such notes. 

ANNUAL LEAVE REQUEST FORM A green vacation request form obtained from the front 
office and, submitted in duplicate to one^s immediate supervisor. 

AI'PROVAL PLAN - A service of vendors whereby matBrtals are sent for review vlth 
the option to buy or return . 

AIGHIVES ^ 1. Publications of divisions and departments of CSU* noncurrent Oiffice 
records^ theses ^ and other universlty*-relatid items retained for historical 
purposes* 2, Location symbol used to identify the preceding. Archives are 
maintained in the Special Collections Department # 

ASSOCIATION OF RESEARCH LIBRARIES (ARL) - OrgantmtiDn of libraries whose baste 

purpose Is the strengthening and improvement of the collections and services 
of its member libraries in support of higher education and research, Quali'- 
fled libraries become membera by invitation only. CSU Libraries la a member, 

ATLAIS - A volume of mapsj platess engravings^ tablei, etc., which may be Issued 
to accompany a text, or it may be an independent publicatloni 

AUTHOR ^ The person or corporate body, such as a government agency or business 

firm, chiefly responsible for the Intellectual or artistic content of a work. 

MfTHOR CATALOG ^ The section of the card catalog containing library holditigs 
listed alphabetically by author or by main entry. 

AUTHOR ENTRY - The name of the author of a book used as an entry in tht card catalog | 
a.gtt writer of a book, compiler of a blbllogf aphy , composar of a niusical work, 
Mtlst, etc. This Is usually the Epala entry. 

AUTH0R*-T1TLE ADDED ENTRY - An added entry in the card catalog consisting of the 
author and title of a work, 

AUTHORITY FILE * See Series Authority File. 

AUTHORIZATION FILE - A list of the names of persons authorlEed by faculty ©ecibers 
to check cut materials under the name of the faculty member. This file is 
kept at the loan desk* 

AUraTUTORlAL * Self-instructional machlnta utilising tducatlonal media. See also 
AlMLOp 
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' ' BiP ^ See Boolvs Ir* Print* 
BOT - Beglraing of tape. 

BAER PROJECT - A projtct of the Catalog Department to remove from the card catalog 
general reference cards referring to the titles listed in "Titles in Series," 
edited by Baerj^ and substitute series entry or series unit cards for them* 

BIB CENTEl - Bibliographical Center for Research. Rocky Mountain Region, Inc, An 

organi^atiDii located In the Denver Public Library which maintains regional union 
lists for location of materials, and provides liaison with other U*S, biblio-- 
graphical centeirs Including the National Reference Center at the Library of 
Congress* The Center also provides literature searching services at a fee. All 
libraries that belong to the Bib Center send copies of cards for newly cataloged 
titles to thetfl. 

BIBLIOGRAPHICAL CENTER FOR RESEARCH. ROCKY MOUNTAIN REGION, INC, See Bib Center, 

BIBLIOGRAPHY - A llet of books or periodical articles, usually on a particular subject. 
National bibliographies may include all books published in a particular language 
©r in a specific geographical area. Several national bibliographies are shelved 
in I.D. 

BIG EIGHT - See mSUA, 

BIND CARD - Cards which constitute the Bindery *s pemanent records and prime source 
of information, and contains binding instructions. 

BIND SLIP - Thermofax copy of the back of a bind card sent to a commercial binder 

with the material to be bound, containing instructions for binding the particular. 
Item* 

BINDERY - 1. A section of the Preparations Department that prepares books > periodicals 
and other materials for binding or rebinding* 2* General term for a company in 
the binding busiiness. 

BINDERY CHARGES - A notation on the printout (DAR) that indicates that an Item is In 
tb^ bindery* 

BimERt COPY An additional copy of a serial which has a record of having problems, 
siLieh as stolen or mutilated issues™ These copies are retained in the Bindery 
imtil ready for binding. 

BIli^ING - 1* the process of producing a single volume from leaves ^ sheets, signature > 
Qw Issues of periodicals, or of covering such a volvmB, 2* The cover of a 

BODY W I BOOiK - The mln part of a book that follows the preface and introduction 
Eiad precedes notes and indexes. 

BODY Of TOE CARD The part of a catalog card which starts with the title and ends 
with the date of publication « 

BOOK CAM - A Keypunch card placed in a pocket inside the front cover of a publica- 
tioBm pleached to show call number and truncated title, used to charge out 
ma tar laid # 
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BOOK DETECTION SYSTEM - Electronic security system for detection at the exit 
of material not properly charged out. 

BOOK DROP - Designated receptacles for rettirning books. All books checked out 
from the ger.erai stacks must be returiied through the book drops, 

BWK PLATE * A label pasted in a book to indicate ownership or a donor. 

BOOK TRUCK - A small vehicle with four ^^^heels provided with two or three shelves 

uied for transporting books and/or other library materials within the building, 

BOOKC IN PRIOT (BIP) - A publication listing all books which are available as of 

July 1 each year, for purchase through normal book trade channels* Available 
In authoTj title and subject sections, BIP indexes the entries in PTLA* 
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CBI - Cumulative Book Index* A publication Issued monthly and eumulated annually 
which lists English language books as they are published, providing complete 
verification of authoTj title, publisher^ year, etc. 

CC - The card catalog on the main floor of the Library. 

CIP - See Cataloging in Publication. 

CIA Colorado Library Asaociatlon. 

CMC See Curriculum Materials Collection, 

CoFS - Library of Congress location code for CSU Libraries* 

CPC - Classified Personnel Council. See Councils, University* 

CRL See Center for Research Libraries, 

CSU - Colorado State University, 

CSU COHMENTS ^ A weekly f aculty-staf f newspaper at Colorado State University. 

CU * University of Colorados Boulder, 

"C" COLLECTION ^ See Current Awareness Collection. 

C DEK also C DECK - A data processing terminal located at the Loan Desk. It records 
circulation transactions and is also used as a time clock for labor payroll. 

CALBPC - Acronym for the new-defunct Colorado Academic Libraries Book Processing 
Center. 

CALL wmffiER « The notation used to identify and locate a particular publication 

on the shelves. It consists of the classification number, the Cutter number* 
and my include other Identifying symbols. It is found In the upper left- 
hand corner of the catalog card, on the spine or front cover of the publication, 
and on the page following the title page. 

CAMPUS HAIL - Internal mall delivery and routing system. This system is independent 
from the U^S* Postal Service. 

CAPE * Colorado Association of Public Employees. 

CARD CATALOG A catalog In which the entries are on separate 3X5 cards, arranged 
in a definite order in drawers. This library's card catalog is divided into 
author J title^ and aubject sections. 

CARREL - A booth for Individual study in a library. 

CAT SEP Aa abbreviation for a publication that is part of a series, but is cataloged 
^e^a ratsly as a motiograph with an individual call number % 

CATALOG - A list of library materials arranged according to some definite plan. As 
distinguished from a bibliographyp it is a list which records, dascribes, and 
indexea the resoarces of a collection* a library, or a group of libraries. It 
may take tha form of a card file, a book, or a computer printout. 
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CATALOG DEPARTMEOT - A department in th© Technical Serv^ices Division which is 
responsible for cataloging and classifying library materials. 

CATALOGING « The process of describing a physical object and assigning a classification 
number. It Includes deterinining the main entry, describing the itemi and assigning 
subject headings and a classification number. 

CATALOGING IN PUBLICATION (CIP) - A program underway betwean the library of Congress 
and publishers where new books are cataloged ftom galley proofs by L.C, so 
cataloging data can be printed In the book, usually on the verso of the title 
page. This saves other libraries from dupllcatiiig effort or waiting for or 
ordering L.C. copy* 

CEASED TITLE - A serial title which is no longer being published, A file of 
ceased titles is kept in the Serials Section of the Library. 

CENTER FOR RESEARCH LIBMRIES (CEL) A library of those books, periodicals, archives 
and other library material used infrequently enough that their use can be 
shared by m*^ny research libraries, CSU Libraries Is a member of the orgonl^ 
Eation which is located in Chicago* 

CHARGE ^ 1, To check out material, 2, Record of material check out, either to a 
borrower or to a library department (Reserve, Bindery j etc.) 

CHICANO COLLECTION - A project funded from outside the Library for books containing 
information relevant to Chicanos and other minority groups , The collection is 
housed in the Student Center. 

CIRCUIJ^TION DEPARTICENT - A department in the Public Services Division responsible 
for lending books and other library materials at both the loan and reserve 
desks. This includes door monitoring, shelvingj shelf-readliig, and charging 
materials in and out* 

CIRCULATION DESK - See Loan Desk, 

CLAIM ^ A reminder to a publisher to send an item orderedj which is duCp but which 
has not been received. 2, The act of preparing a claim* 

CLASSIFICATION SCHEDULES - The printed scheme, or outline^ of a particular classi- 
fication systein. This library follows the Library of Congress classification 
schetae and uses Library of Congress Classification Schedules. 

CLASSIFICATION NU>3ER - The number on the top line or Lines of the call number assigned 
to a book or other library material to show the subject area and to Indicate Its 
location in the collection. 

CLASSIFIED PERSOMEL COUNCIL - See Councils, University. 

CLOSED EOTRY - An entry with complete bibliographic information covering all parts 
of a work. Usually refers to an entry for a serial or set received in parts 
over a period of time which has been "closed" after receipt of the final volume. 

CODING SHEETS - Sheets from the Serials Section or the Documents Department on which 
new SBC information (entries, reclassj successive titles^ etc.) is recorded. 
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* ' COLLATE - 1. To examine a publicatiQn, whether bouiid or in the process of beliig 
bound p to see If the sections are complete and In the right sequence and to 
make sure that no maps, illustrations, etc, are missing, 2, To comparfe- two 
publications minutely p page by page, to see if they are Identical* 

COLIATION - That part of the catalog entry describing the publication by indicating 
the number of pages or volumes ^ illustrations ^ and sise* 

COLLECTION - A number of books or other itens on one subject * or of one kind^ or 
collected by one person or organization* Often used to denote the entire 
holdings of publications in all formats by a library. 

COLLEGE CATALOGS - A. collection of catalogs from other colleges and universities. 

CONGRESSIONAL EDITION See Serial Set. 

CONSULTATION TABLES - High tables located parallel to the card catalog, on which 
one places the drawer in which one is searching, 

CONTENTS Listing of what an issue or voluae contains* 

CONTINUATION ^ 1. A publication issued as a supplement to one previously issued, 
2* A part issued to continue a book^ a serial^ or a series* 3. Continuation 
or continuation order is sometimes m%d as a synonyia for standing order. 

CONTINUOUS PAGING ^ Page numbers which continue from one issue to the ne^ct Instead 
of starting each issue with page one. 

CONTROL FILE ^ A file maintained in the accounting office , in numerical order, of 
all order numbers * 

COPY NWffiER - k nuciber given to all but one copy. If the Librariei has two or 

more copies that are exactly the same, the copy without a nuinber is actually 
copy It the second and continuing copies are copy 2, scc* The nimber of copies 
of a title are shown in the shelfllst and serials record, 

COPYRIGHT The exclusive right granted by a government to publish a work for a 

specified number of years. This acts as a protection against others copying 

the work. 

COPYRIGHT DATE - The date a copyright Is issued; usually appears on the verso of 
the title page* 

CORPORATE AUTHOR - A corporate body credited with authorship of a book. 

COl^ORATE BODY - An organisation or group of persons Identified by name which acta 
as a single person. Corporate bodies Include associations^ conferences, Instl-- 
tutlona, business firms and goverwnent agencies* "Corporate entries'' are mads 
in the catalog for corporate bodies. 

CORPORATE FILE ^ A file of annual reports from major business corporations ^ including 
many from Colorado. 
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COUNCILS, LIBRARIES 



ADHINISTRATIVE COUNCIL - Membership consists of the Director; Assistant 

Directors of Public Services, Technical Services, Personnel Services, and 
Research Services; and the Administrative Assistant. 

LIBRMIES CLASSIFIED COUNCIL (LCC) - A group comprised of all state classified 
personnel of the Libraries which meets regularly to consider problems or 
ideas in persannel or other concerns. 

LIBRARIES FACULTY COUNCIL (LFC) A deliberative and advisory group consisting 
of all library faculty members, which meets regularly to consider problems 
of innovations in the Libraries. Most iteias for consideration are presented 
by one of the three standing coOTnittees: Library Services Coranitteei Staff 
Davelopinent ComiTiittce^ Personnel Commictee, The group has no power to act, 
only to recoiraend to the Director. 

PUBLIC SERVICES COTOCIL - An advisorv^^o^p consisting of all l^^rary staff 
members with assignments in the j&SanKfesl Services Division^whlch meets 
regularly to consider problems or ideas in the area of TmafeiBjW&l Service, 

TECHNICAL SERVICES COUl^CIL - An advisory group consisting of all library staff 
members with assignments in the Technical Services Division which meats 
regularly to consider problems or ideas in the area of Technical Service, 

COUNCILS, UNIVERF TY 

CLASSIFIED PERSONNEL COUI^CIL (CPC) - Group of eight eluLced members which serves 
as a liaison betv/een the University's adininistracion and all state classified 
employees on campus* 

FACULTY COUKCIL - A representative body for the academic faculty which performs 
those duties delegated to the faculty by acts of the legislature. The Council 
shall have jurisdiction over the general educational policy of the University, 
shall pass all rules and regulations necessary to University government and 
desclpilne, and shall have statutory charge of the laboratories and library, 
Meinb«shlp: President, Vice Presidents^ Deans, Directors, Secretary j£ the 
State Board of Agriculture, and elected representatives from the academic 
faculty who are full-time faculty with appolntnients above the rank of 
Instructor. 

LIBRARY COUNCIL - An advisory group consisting of one representative from each 
of tha University's colleges, one graduate atudent, and two undergraduate 
students, each of whom are elected by the Faculty Council. The Director of 
Libraries Is an eK-^officlo member. The duties of the Council arei 1. To 
make recommendations to the Faculty Council relative Co policies governing 
operation of the Libraries. 2. To assist the Director of Libraries In an 
advisory capacity In the selection of books and publications. 3. To make 
recotnmendatlons as to available funds for the purchase of books and publl-- 
cations. 

COVER TITLE - A title usid on the outside cover of a book. This may differ from 
the title on the title page. 



n 

o 

ERIC 



CROSS REFERENCE - A reference from a term not used to one that la used ("see" 

reference), or to additional, related terms ("see also" references). Found 
In the card catalog, indexes, bibliosraphies, etc, 

CUHULATIVE BOOK INDEX - See CBI, 

CURRENT AWAREKESS COLLECTION - Books^ periodicals and documents shelved in the 

Current Awareness Room. Funds for purchase are furnished In part by ASCSU* 
Materiali Mver topics of current interest Including drugs ^ civil rights, 
altirnatlve lifestyles, etc. 

CURRENT SHELVES - See Display Shelves, 

CURRICIJLUM MATERIALS COLLECTION (CMC) - Secondary school texts and other Mterials 

for use by Education majors. The collection Is supervised by the Social Sciences 
Librarian. 

CUTTER NTIMBER ^ A part of the call number, taken from a special list and used as an 
author number to maintain for each classification nuiiiber an alphabetical author 
arrangement of books on the shelves. 
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DAR - Dall^? Actl%?lcy Report • A coinputer p^rincouc by call nuf^bir of llbra^fy 
materials diiarged out ty the Lo^an De^k to patrotii, tindefy^ inCiriibra^y 

PU - Unlverelty Dtri.vir 
DAILY ACTIVITY REPORT - S eg D^R 

DASH ON E!?IRY - An en^ry printed on i catstlog card i^lth ons Smh rtpresintttig 
author I and aaottxer ^ash rspre^enting tltlt^ of a related \r^tk prevtoueLy 
described Dtfi tht eam^^e catalog card, TJiually fot a ^uppX-iffls^tt 

DATER - Adjuitabli stannpltig devles issed Co itamp date on mite^rial* Us ad in 
eirculitisft to stamp tlie dtci tfue on charged ouc matert^li 

DEAD FILE - A file of Ser lali check--'ln car^a for titles rio Ic^ng^s t^eelvedt 
Kept in f:h8 Sarla^ls Section* 

f 

DBWAKD LIST - Cortpiittr printout ert^ted on dsnund of books chiarggsJ cna ici(3ln;id* 

DEPOSIT ACCOUNT ^ K ipacliied amount of mo^iy dspoBicid ^i^lth a y^nd^r to pay f 

future ordtxTs, n© t tc excfieei tt»i amDU.^t diposit^di Iha BiOglt ec^nmcn deposit 
aecount is wlch thi tl,S, Govartmiient PTlncing Of flee 

DEPOSITORY LIBRABV - A. ll^ary legally des Ignsted to rsGelve vlttiout? cliarSe copies 
of ill ©c ielftcted U *S- Govenusent pu^lloatlani * The Cg u Ldbr^ri€i lave tieii 
a dDpGsltoty sine a L'907. 

DESENSITIZE-^ To pr^paTe a book for thi el«otron±c detiGcloii lys^eia* JesCRsitiied 
fflatertal will fas a ttirougli the iKit without triggiring ^ ha ^Ur'm* 

DESCRIPTIVE CATALOGING - ^hm part of the eataloglrig proo^ss a ont^m^d %^itli identi- 
fying " the to^ln entry^ and Je^criMng clie book- 

DEOTY DECIHAL ClASSlFrcAT30N - Thi a lasslf Ication Bymtm in ^rM^Ei k»oi7aedjie is 
divided into c^n mjcr groups b7 sub J «at» Each group Ca-Ti ^i*h-div id ed 
Indef inittily* Th^ Ldbffarie^ toWtXy used Dewey and a mMX% nis^h^t iteEs 
are still it% tliis By^t#ra tut ar€ beita^g reclaeslf ied intp L,C m^B tim^ pirtfits, 

DICTIONARY CATAIOG - A. oatalog tft v^h^ich al3. eotrlei Cautbipr, titiii added entry, 
etCi) are filaJ Lm owe aljh^bec ical &^de^, 

DISPLAY SHELVES ^ Tie ^la^ted shelves at cli beglfanlag of thm no^th vitig Mmtkm 

area on each f looi wlieta curterit issij.^a of seles^tid piriicdi^alp^ s*e dlsplgiyed 
for emsler btoi^sttig. ArMngtiae^t on tihe shelves is alpH^be^iea.1 ty tlcle* 

DISSERTATION — A written *epoct ^f r'^iiarefc by a PhD studint, J^a Ulbwry reaeiv^s 
two copiei of -^a##r^Slf ■ dl^ierta^lons The Cataloging Dep^rt^enc sand^ ont sojy 
^ to Univatfstty Wicwf ilnas ior mt^rof lining and btndiag f^^' A^shli^eai Tlia oth« 
^ copy dLi eaac tc t*i stacks, 

DIVIDED CATALOG-- A Qacalag vh^ra dtiftrea^ kinds of entirlia mt^ is&latid iato 
separate siettens ^ In this library, Che aataloi 1^ dt^id^4 int^ tht^i 

partps onfe fo* atithors, cna f^j titles » and one for lubJiQCi* 
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toe - Locatlotm S^mbcl added to tlie call Twmter t& deno^tg a federal document* 

lOCUb^NTS - U^S, gmeTiment pyblicatloni otlietf than technical .reports . 

lOdlJMEKTS DlPMttfEtrr The departmeiit in the TechnlcaL Servlcii Division that 
fcandiea mtmttal received £tom the tJ.Si Gov^rn^etit Superintindent of Docu- 
^iti€s Offitei Documents ara cataloged in thel* aim claaslf Icatlon ayitrai 
mm arc fiot liitcd In the card catalog i (A fe^ dQctiment roDnographs haw been 
tflaSBlfied in l.C. and, therefore, ^pp^a^ Iti ttit Utd eatalogO State doou- 
mnts are tmmivmi in the DocixTCnts Department but are prcaeesed as paxt of 
ch^ general collecclofii 

lUF, BtJPX Conto^n abbreviations f^r a dypllcati bpok^ oTder aard^ eta* 

1HJ>4^ - A v^ooden bloslc shelv^c! In place ct a booK, lestifig a label shoeing that 
ehe back Is ibel^td elsfe^heri* The dutimy contains the author^ title aiid 
isall miaber of tlie bock It replaeis^ as ^sl% Che location. 
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EOT * Electronic Data Procfsslng, 
EOF - End ©f tiU. 

ERC - 1. Englneeftng ReseaTeh Center, the researeh facility for the Englneeting 
Collegi' locatid at Che Foothills Campus. The Libraries nialntain a braneh 
there ler the engineering research faculty and students* ERC ie afflKed 
to the call number of a special group of materials domated to the Libraries 
by E,W» Lant (see Lane Ccllection) and housed In the branch. 2* An Initial* 
Iss for. Ewironmental Research Center. 

ESP * Extra Sewice Program* A special iervtce program held every term in which 
the Llbrsrtis sehedules volunteer esctra staff at strategic polnti, such as 
the card catalog, periodical indeKes, shelving^ etc., to give indlvidualiEad 
help to students using the Library. 

EDIT ERROR * Error vjhleh causes the C Da^ of the automated circulation system 
to refuse to complete a charge record, The operator is alerted a red 
light so errors can be corrected. Such errors are caused by badly cracked 
id's, bad book eardSs wrong combination punched or attendance keyed In wong. 

EDITION * 1* Ml the Impreielons of a work printed at any tine or times from one 
setting either by the author or by a aubsequent editor. 

EDITOR - One who prepares for publication or supervises the publicatioii of a work 
or collectioii of works or articles that are not his ova. Reaponslbillty may 
extend to raising and providing coimaentaries, introdiietory ©atter, etc. 

ENCUMBRANCE * Money set aside for a purchase order which has been placed with a 

vendor but not yet expended because the publication has not yet been received, 
A file of encumbrances la kept In the Libraries accounting office, 

ENTRY - A record of a publication in a catalog or list. Besides the main entry , 
there ©ay be autbor entries , title entrlesi series entries, subject entries, 
and other less conmon types of added entries * 

EOTRY WORD - The word by which the entry is arranged In a catalog, usually the first 
wrd (other than an article) of a heading. 

ERIC - Educational Resourcea Information Center. A governisent spcnsored national 
clearinghouse for informactcn on education. EEIC supplies reports on micro- 
fiche (a few in hard copy). The Librarits have aome early reports in hard 
copy and a complete set of those reports Issued in microfiche, which are located 
in the Tschnlcal Reports Center* 

ERRATA * A sheet of corrections printed after a publication has already been pub- 
lished and sent to those who purchased the publication so It can be inserted. 

EXCHANGE - Pm arrangement with another library or agency to receive materials auto- 

maticallf in return for Mterials our library or university sends them. A record 
of exchanges is kept in the KardiK in Serials Section. 



ECTENSION CARD A catalog card that continues an entry from a preceding card. 



ITE - Full ritne Equivalent* A. t^tm used for budgeting purposts to de^tgmte the 
mmbeT of staff allocated to each state department. One FTi im a full tira,€ 
professional or classified staff fnember working for on© mont In the com- 
putation of hourly employees, one FIE is 173,4 hours worked, 

fACtJLTY COtJNCiL - See CounGtls, University. 

TAR NORTH - A location deslgnatiofi that Indicatei an araa m m£h floor beyond th© 
north wing and through a pawageway* 

FACSIMILE EDITION - An eKact replica of an edition of a book usually made either by 
a photomechanical proceis or by type-facsimile, 

rASClCLE - Portioni of a work which, for convenlcTOe of publishing or printing, is 
isBued in stoeII Instsllmenta . It Is dlBCingulihed from a PART by being a 
temporary portion of a linit rather tha^i a unit, 

rAXON - Thi major vendor froin which the Serials Section acq[ulces materials, 

riSCAL YEAR - The budget year runmlng from July 1 to June 30^ The Libraries la 

allotted a budget vhich must be totally spent within the current fiscal year, 

FOLIO * A book or bound periodical tliat Is 29 centimeters or mtm in height and 
shelved in special areas on each floor t 

FORMS - See appendiK with list of forms* All standard forma used by the Libraries 
have a title and form number. Forms Appendix begins on page 26. 

FROOT OFFICE Cormnon designation for the Administrative Office^ ^hich includes the 
Director's secretary and the switchboard operator/raceptionlst, 

rum FILE - A file of slips arranged by fund from the order packets for encumbered 
orders which have not yet been received* This file li kept in the Libraries 
accounting office. 
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GPO - U.S. Government Printing Offtce, locatei tn Washingtoa, DoC* 



GBA *• ^Jradtiate Reseaycihi Assistant. 
GTA - Graduate Teaching Aaslstamt.. 

GIFT - 1. Watefflaii donated to the Llbrflrleff which may ot nay not be added to the 
collection. 2.. Materials gKChanged between CStJ and anottoer organisation, 

GRACE PERIOD - The 24-liour ferlod following the time due stamped on circulat«d 
library mafierlal during whleh the material can still he retuinad without 
incurring a fine. 

GRADUATE ©FFICE - The university office located at t' e far north end of the buili- 
Ing m the second floor. The Whrarles staff geKs frequent inqulriei for 
the location of this office; It cannot be reatlied from within the lilsraTles 
but must be entered at the far north and of the building. 

GREEN SLIP - Common reference m one piece of an order packet (traditionally green 

bttt now in various caloirsl filed in che titl« Bectlon of the card, catalog 

t& Infonii patrons and staff that the Libraries Is in the pracess ot m<m%.t±m 
items new to the collection i 

GUIDE CARD - A -,ard having a projectlnE tab^ Inserted in a file to indicate arrange- 
ttent and aid in locating material quickly, 

CUIDES TO THE LIBRAHIES - A series of eight guides, each of 1-7 paiges, descrlbiiig 
some aspect of the Libraries' services or resources. A supply is kept om a 
table by the loan desk for distribution to interested patrons. 



17 



ERIC 



INDENTION - A fonii of ladentlion used oa a catalog card when t?'G title serves 
a® the wain entry. The entry 'begins at the first Indention with all subsequent 
lines of the entry at the second indention. 

HARD COfY - 1. A printed reeord on paper or card, to distinguish from a record on 
microfiche or magnetic tape. 2. A printed copy of machine output, 

HASDWARE - The oiechanlcal,, nagnetlc, electrical and electronic devices or components 
of a conputer or other equipment used for processing data. See also software, - 

HOW - in the Circulation departtnent» a notation added to a record of a checkout of 
library material Instructing the staff to save the material foe another patron 
vhen it is returned. 

HOLDINGS - I. A record of what the. Ubrairles have of a specific title | shown In loth 
the shelfllst and sertals record. The slielflist lists which volumes and how 
many copies of tnonographs we have;. the Serial Record lists the parts of a Serial 
that we. have. 2. Holdings can also refer to saveral shelves of books beside 
the Cataloging Department that the Idefitlf icatlon Depaitinent maintains to avalt 
a proof slip, or a similar araa in .Serials. 3. Of tea used as a iynonyni lor 
collection,. 

HOURLY EtIPLOYEE - Employees hired by the hour. Thay must punch a computerized tlDae 
clock at the Lo-an Desk, caMot work over 40 hours per week, and do not receive 
fringe tenefits such as sick leave or vacation time. 
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* *IC - Intermediate Clerk. An obsolete State Civil Service clerical position, super- 
ceded by Clerk. 

ICT - intermediate Clerk Typist. An obsolete State Civil Service clerical positiofiji 
supereedei hj Typist » 

ID CARD - A plastic card Issued to all university faculty and students used for 

wrlows university actlvltlei includimg charge-out of library TOaterlals* The 
Information punched on the card is utilised by the Libraries' Qomputerized 
clrculatloii gystem* 

ILL ^ See Interllbrary Loan Department. 

MC ^ Incomplete. Used on certain library ricords . 

Ill - Imaginary Wars. The collection of vorks about iniaginary vmtm nh^md in Special 
Collections. AlsO' a location Syiiibol In the call number of thas© works. 

IDENTIFICATION DEPARTMENT - The department of the Technical Services Division which 
varlfies all orders and searches for IC copy* 

IMAGINMY WARS' - See IW. 

IMPRIOT - The plac€j name of the publleheri and the date of pmblicatlDtti* Usually need 
to deaerlbe that Information on a catalog card. 

"IN PROCESS" - Phrase stamped on the tempoTary slip which goes Into the title 

aactioiB of the card catalog slgnifyliig that the publicatloni has bean received but 
not yet catalcgedl. 

INCUMABULA - "In the cradle" | the first vorks printed in Europe froin movable type 
between 1454 and 1501. 

INDEFINITE LOANS - Check out period without an assigned due date given to library 
departments needing office copies of library naterlals* 

INDEHTION - Specifically* the distance frora the left edge of a catalog card at whichp 
accoirdlng to predeftermined rules » the various parts of itht description and their 
sugsequent lineei begin* Indentions Imolude flrstp second and third (8^ 10, 12j 
spaces from the edge) and hanging* See Hanging Indentiomi 

INDEX - A list of citations arranged by authorp title^ and subject* 

IHDIX TABLES Tables located In the reference areas vhere frequantly Msed periodical 
indexes and abstracts are shelved. 

IMITtALISH - A designation for a group of words using their first Initials, Tor 
eKample^ see ILL. 



IKTIRCOM The title of the Intralibrary newletter. 2. Public Announcement Systffli 

(PA) ^t the Loan Desk. (Technically not an iiittrcom but often called that by 
staff) 

INTIRIIBRMY MAN DEP^TMENT - The department of the Public Services. Division that 

handle the borrowing and leading of naterisls between this and other libraries. 

INVOICl ^ Bill received from a vendor. 
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INVOICE SYIIBOLS - FOB - Freight on board 

HE, NEP - my tdltlon pending 

Wf - not ou\r publication 

KYP - not yet publiehad 

OP - out oi print 

OS ^ out of stoek 

TOP - temporarily out of print 

TOS « temporarily out ©f stock 

ISSUE ^ A tlnglt piece ©f a serial.* 
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JOBBER - A supplier, usuaily a wholesaler, who stocks a wide range of Items, Use 
of jobbers reduces the workload in the Acquisitions Department because a large 
number of Items from different publishers may be purchased from one source. 

JOINT AUTHOR - A person who collaborates with one or more associates to produce a 

work in which the contributions of each is not separable from that of the others. 

JOURNAL - 1. A periodical or newspaper. 2. Specifically, a periodical Issued by an 

institution, corporation, or learned society, containing current news and reports 
of activities and work 1- a particular field. Sooetlmes used interchangably witV 
the term "magazine." 



KARJDEX - Metal cabinets of trays containing check*ln cards for all the Libraries' 
serial tltiei currently ricelved. The Kardex Is located In the Serials 
Section of the Acquisitions Department* 

KEYPUNCH - A TOachlne, operated from a keyboard, that recordi data by punching holes 
in cards that can later be fed into other machines Including computers. 

KEYPUNCH CARD - 1. A card which Is punched with holes to represent letters, digits or 
special characters I for use In computerB or other data procesilng equlpraent* 
Z\ In this library J a computer card, or book card, indicating call number and 
.title which is placed In most books for the automated circulation system, 

KIOSK - li Structure currently used as an information booth during ESP* 2. Also the 
name of ths U.S. Post Office mailing unit located outside of the Libraries to 
which we soTOStlmes direct users « 
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LC - See Library of Congress. 

LC COPY - Cataloging Information issued by Library of Congress shotting how they 
cataloged Aook. Available as proof slips or In card formac and eventually 
published In NtJC. 

LCC - Llbrariei Classified Council. See Councils, Libraries. 
LFC - Libraries Faculty Council. See Councils, Libraries. 

LANE COLLECTION - Books dealing with engineering sciences donated by a former CSU 
Professor, E.W. Lane. The eollection has been tnerged vxtti the ERC branch 
materials • 

LIBRARIES CLASSIFIED COUNCIL - See Councils, Libraries. 
LIBIIARIES FACULTY COUNCIL - See Council, Libraries. 
LIBRARIES STAFF ASSOCIATION - See Staff Association... 

LIBRARIES APPEALS BOARD - Body to which patrons may appeal fines and replacement 
charges. The Board members are from the Libraries staff and the CSU student 
body . 

LIBRARY COUNCIL - See Councils, University. 

LIBRARY LOCATOR - Information Sheet outlining the libraries' service hours, arrange- 
ment, and locations, prepared as a handout to help patrons use Che library. 
Supplies are kept at the reference desks and other service polncs. 

LIBRARY OF CONGRESS - The federal library whose first funcclon Is to serve the 

Infonnational needs of Congress. Another important function is provision of 
cataloging information to other libraries. 

LIBRARY OF CONGRESS CLASSIFICATION - The systea of classtf icatlon deyeloped by the 
Library of Congress for its collections. It has a notation of le"ers and 
figures that allows for expansion. The CSU Libraries uses this classification 
system. 

LIBRARY PRIVILEGE CARD - Card Issued upon application to non-university residents 
of the local school district. See also Special Privilege Card. 

LIMITED SERVICE - Service provided by the Libraries, usually during breaks and 
holidays, when the reference desks are not normally staffed. 

LISTENING ROOM - Room behind the Loan Desk, administered by the Special Collections 
Departinent, which houses audiotapes, players and turntables. 

LITERATURE SEARCH - A systematic search, utill^lns various indexes, 'f' ."^^^^J'^^^^^^ 
bearing on a specific problem or subject, often annotated or Including abstracts. 

LOAD SHEET - List of fines. sent to the Office of Student Accounts from the emulation 
Department . 

LOAN DESK - Circulation desk where library materials art cbeeked cut and returned. 
LOAN PERIOD - Length of time given before material charged out is due to be returned. 
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LOCATION SYMBOL - Word or abbreviation bGneath tha call numbar which le usid on 

spinas of books chat are shelved in epeclal placei; eKamples are ARCHIVE, REFg 
SCI REF, X (restricted), SPECIAL, ERG. All location symbols ara liettd on the 
Library Locator t 
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tfflA Mountain Plains Library Association. 



mtL ROOM * The area of the Libraries where mail collection and distribution is 
handled. Including receipts and shipments of all mall and freight and the 
mailing o£ all Interlibrary Loan materials. 

miN ENTRY - A complete catalog entry, usually the author entry, giving all the 
information neceieary for the identification of a work* This entry also 
bears the tracing of all other headings under vhlch the wrk is entered in 
the catalog* 

MAKIFOLD PACKET - See Packet. 

MiUmSCRlPT - A writing made by hand. Including one ciade by typewriter or by inscription* 

MAP - Location symbol indleatlng the map collection, shelved across from Special 
Collections J far north wing, first floor. 

MASUA - Mid-America States UnlverBitlea Association- The "Big Eight" Institutions 
plus CSU: University of Missouri, University of OklahoM^ Oklahoma State 
University, University of Kansas, Kansas State Unlverilty, University of Colorado, 
Iowa State University and the University of Nebraska* 

McBEE Chm - Manual Key Sort charge card used to eheck out materials without keypunch 
cards Ite*, college catalogs, unbound periodicals, maps, etc. 

MEETING ROOMS - Rooms in the library available for meetings. Most staff mcatlngs are 
held in hooma 124 and 203. Room 124 is through and to the right of the fire 
eKlt near the Loan Desk* Room 203 is directly south of the stairs on the second 
floor, Mactinga to be held in these rooms must be scheduled in the Front Office* 

HENDS - Books to be repaired. 

MESSAGE - Signal on the book for the electronic detection system. 

MICRO - Location symbol indicating that the material is to be found in the MlcroteKt 
Room. 

MICROCARD An opaque card of varying size on which Enlcrocoptes have been reproduced 
photographically, arranged in rows. 

MICROFICHE READER - See Microform Reader, 

MICROFILM - A mlcrophotograph on cellulose film* It may be negative or positive and 
16, 35 t or 70 ^ wide and any length, depending on the number of exposures* 

MICROFORM * A reduced photDgraphic Image of printed material. Microforms Include 
transparent mlcrofila and microfiche, and ©paqu# mtcrocsrds. 

MICROFORM RE^ER - A machine used to enlarge microforms through a lens or prism and 
display them on a screen. Reader-printers allo^ for a full-elEe hard copy to 
ba made of the image displayed, 

MIcmOTEKT ROOM * Room behind the Loan Desk, admlalstered by Che Special Colleetlons 
Department j which houaea microform readers and reader-printers* Microforms, 
Including microcards, mlcroflcha, and microfilm, art shelved nearby. 

« 
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MID-AtERICA STATES UNIVERSITIES ASSOCIATION - See msUA. 



MONOGRAPH - A work, collection, or other yritlng that ii not a serial, 

MONOGKAJHIC SERIES - A number of separate vorks issued In succession %?hich have 

a collective title and are nomally Issued by the same publisher in a uniform 
style, 

MONTiaY CATALOG - The Monthly Catalog of U.S. Covernment Publications * A periodical 
Indexing by author i title ^ and subject federal documents published by the 
Superintendent of Documents in Washington, D.C* 

MORGAN] LIBRARY - The official name of the building which houses the CSU Libraries 
on the main eampus. 

MUtTIBIMDIKG ^ A technique of binding two or imore publications together uiing heavy 
cardboard covers without spines and vrlth prepunched holes to forts front and 
back cover a. 

MULTIPLEXER - Recording unit of the automated circulation system, 
MURPin * The guy blamed for errors. 
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NA ^ Not available, notation made when material we have ordered is not available* 



NEWSP - Abbreviation for "newspaper" used in the call number. As a location 
syinbol, it indicates pieces shelved in the nawspaper display area in 
the basement. 

NST - See New Serial Titles. 

NUC National Union Catalog. A printed cumulative main entry Hit representing 
Library of Congress printed cards and titles cataloged and reported by 
other American libraries. In our library, this tool is located In the 
Identification Department. 

NYP ^ Not yet published , notation made when material we have ordered is not 
yet published. 

NATIONAL imiON CATALOG ^ See NUC. 

NEW SERI^ TITLES - A union catalog listing periodicals w^lch began publication 
in 1950 and later and giving place of publication and statement of 
beginning data (and closing date If pertinent) and a record of the holdings 
in more than 700 United States and Canadian llbrariea, A section at 
the back of each cumulation lists "Changes in Serials" and notes changes 
for all serials regardless of their beginning date. These changes Include 
title changes^ changes in the name or catalog entry of corporate authors ^ 
cessations s suspensions , resumptions , and the like. In our library, 
this tool is located In the Identification Department. Updates Union 
List of Serials. 

NEWSPAPER * A publication regularly printed on newsprint and distributed, usually 
dally or weekly p containing hews^ articles of opinions (as editorials) , 
advertisements, features i and other items of current interest. 

"NO" - A returned book for which the Circulation Department cannot find the 
record of the charge; i.e. a ^ong standing snag. 

NON-CIECULATING Any library material which cannot be ehecked out^ Such 
materials are stamped "non^cireulatlng. " 

NON-GPO - Government document not publlahed at the U.S. Government Printing 
Office, i.e. printed at field agency locations. 

NON-UNIVERSITY PATRON - Any resident of the Poudre R-1 School District ^ who 

has a library privilege card. Also any student* faculty, or staff of a 
library with whom we have a reciprocal borrowing agreement. 

NUtffiRICM. LIST - See Serial Set. 
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OP - See Invoice Symbols. 



OS - See Invoice Syinbols. 

OPSCM FOR>! FOR CObffUTER - Machine readable form used by non^university patron 
applying for a library privilege card* 

OCCUPATIONAL-VOCATIONAL FILE File of pamphlets and other information on 
occupations • 

OFFICE MEMO - 1. Standard form available In pads used generally by the 

University for memoranda. 2, Above form used to inform Cataloging of 
covering or multi-binding done by Printing and Publications or in^house 
so they can make necessary notations on Serial Record Cards* 

"ON ORDER" ^ Notation stamped on the slip which goes into the title section of 
the card catalog to indicate either that the publication is on order but 
not yet received I or that the publication has been received but not yet 
catalogued. 

OPEN ENTRY - A catalog entry for a serial, series ^ or set not yet completed. 
The date and pagination are incomplete on the catalog card. 

OPEN STACKS - Shelves of library materials to which patrons have access for 
self-service retrieval* 

ORANGE SHELVES - Orange-colored shelves located at various intervals thrr.ighout 
the stacks for books needing reshelving* 

ORDER - 1. A request to a publisher or vendor to purchase a publication, 
supplies or services* 2. The act of preparing an order. 

ORDER CATO - l^lte printed card used to request that publications be ordered; 

used by the librarians and/or faculty and students. Additional information 
on requested title is added by the Identification and Acquisition Departments, 

ORDER PACKET - Sea Packet* 

OUT-OF-PRINT (O.P,) ^ Not obtainable through the regular market, since the 
publisher's stock la exhausted* 
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PCS - An official job description form for a specific job held by a Classified 
employee which Includes such information as use of equipment, previous 
experience required for the job and education qualifications. 

PLA - Principal Library Assistant. An obsolete state classified position superceded 
by Administrative Clark B. 

PP&R ^ See Performance Planning & Review* 

PTLA - Publishers Trade List Annual - A collection of publishers' catalogs, 

arranged alphabetically by publishers' names ^ and bound in several volumes 
per year. Lists only books in print* Books in Print is an author, title 
and subject index to PTLA* 

PACKET » A set of processing slips prepared by Acquisitions with appropriate 
bibliographic information which is used for ordering and/or cataloging. 

PAGINATION 1* A system of numbers or letters used to indicate the order of 
the pages In a book. 2* That part of the collation which states the 
number of pages contained in a book. 

PAM BOX ~ Pamphlet Box. Box used to support pamphlets or loose periodical 
Issues on shelves. Usually made out of cardboard, but also available 
in metal, which are called Princeton files. 

PAl^HLET - At CSU Libraries a soft-'cover monograph of 50 pages or less* 

PARITY ERRORS - Errors in tape drive record which causes the record not 
to be read* 

PART ^ A portion of a work in one or more volumes issued by a publisher as the 
work is completed fur publication. It is distinguished from a fascicle 
by being a unit rather than a temporary portion of a unit. 

PATHFINDER * A guide to selected library materials on a particular topic* The 

subject section of the card catalog contains references to those Pathfinders 
available at the Referenca desk In this library. Science Pathfinders are 
available and indexed at the Science Reference desk but not represented in 
the card catalog. 

PATRON " Library user. 

PERFOR>mNCE PLANNING AND REVIEW - An evaluation system for university personnel * 
For further information, see the booklet Supervisors Performance Planning 
and Review Manual . 

PERIOD - Abbreviation for "periodical;" In call number, but not a location symbol, 

PERIODICAL ^ A publication that is issued at regular intervals 2 or more times 
a year and which contains articles on various subjects. Intenda to 
Qontlnue indefinitely, (example: Time) 

PERIODICAL INDEX - 1. An IndaK to a group of periodicals p generally Issued 
regularly and usually cumulated annually. 2. An index to a volumes 
several Issues or a set of a pBrlodical, usually Issued once annually and 
bound at the end of the volime. 
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PERSONNEL SERVICES DIVISION - One of the five divisions of the Libraries, with 
responsibility for personnel administration, including recruitment, and 
procurement of staff, training and continuing education programs, performance 
evaluation, counselling, and related Informational services, 

FHONE USE - See appendix on Telephone Use* 

PHOTOCOPY ^ A copy of a sheet of paper or page fram a volume made by a photo^ 
reproduction procesSi e.g. xeroK. 

PHOTODUPLICATION ROOM ^ The area in the basement where patrons may pay to 
have photodupllcation done by library staff, or may do their own 
copying on coin operated machine, 

PHYSICAL PLANT - The department on campus responsible for buildings* condition 
and maintenance throughout the University. 

PIHGREE PARK - A campus of CSU^ located up the Poudre Canyon, principally used 
for forestry students. The Libraries maintains a small branch at 
Pingree Park, 

PREBOUND - A serial or periodical subscription held for the library at a 
eoOTerclal firm until volume ±n complete, then bound and sent to the 
library. 

PREPARATIONS DEPART!'tENT - A department in the Technical Service Division 
responsible for the physical preparation of a book after cataloging, 
loaking and filing of catalog cards ^ maintenance of the card catalogs 
binding, and key punching records for books and binding. 

PREPAY - Payment in advance of receipt of ordered item. 

PREPRINT - 1. A printing issued in advance of book or periodical publication, 
2* A printing of a speech, lecture^ or paper issued before its formal 
delivery. 

PRINCETON FILE - See Pam Box. 

PROCESSING PACKET - See packet. 

PROFORMA INVOICE * An invoice received for checking and approval prior to 
receiving the formal invoice. It is used as a check list for 
periodical renewals and then returned for authorization to renew, or as 
a request for confirmation of an order for an unexpectedly eKpensive item. 

PROOF SLIP - 3X5 card issued by LC with cataloging Inforaatlon. CSU receives 
proof slips on subscription from L.C. 

PROPERTY STAMP - A rubber stamp used to identify all library materials ©wiied 
by CSU. 

PSEUDONYM - A name assumed by an author to conceal or obscure his identity. 

PUBLICATION * 1. A work issued to the public In the form of a document, 
periodical or book, 2. The act of Issuing such a work. 

PUBLIC SERVICES COUNCIL - See Councils, Libraries* 
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PUBLIC SERVICES DTVISIOH - One of the five divisions of the Libraries, composed 

or the following departments or areas i Circulation Departnient* Interlibrary 
Loans Referer4Ge Department, subject areas and Special Collections. 

PUBLISHER - The pe-^sonj corporate body, or fira responsible for issuing a work. 

PUSLISHERS* CATALOGS - A file of current catalogs of domestic and foreign 
publishers located in the Identification Department. 

PUBLISHERS' SERIES - A series of books whose only link may be the collective 
title assigned by the publisher. 

PUBLISilERS TRADE LIST ANNUAL - See PTLA. 

PUNCHED-CARD - See Keypunch Card* 

PURCILASE ORDER - A form used to place an order. See order. 
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QUAHTER CHARGE * Loan period extending for one academic quarter. 
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• \ REABER-PRiNTER - See Mi^roforTn Reader, 



READY REFERENCE COLLECTION - Referemc^ books used frequently by staff and/or 

patrons, shelved behind or at tht Reference desk. DuOTnies on the regular 
reference shelves indicate where the books are shelved, 

RECALL - A request by the ClreulatiOT Bepartmerit for the return of a borrowed 
book when another patron needs it, 

RECLASSIFYING - 1* A procedure in whicb the call number on a piece and the 

correspondlrig catalog records if? c:hang6dj e,g. from Dewey to LC. 2* The 
revision of a call number due to a change in the classification schedules 
or an error in the cataloging when the call number was first assigned. 

RECTO ^ The right-hand page of an open bookt usually bearing the odd page number* 

REF Locanion symbol used in call numbers of materials in general reference 
area « 

REFERENCE DEPARTMENT - Thf: department within the Public Services Division that 
provides patrons with any necessary instruction in the use of the library 
or interpretation of the collection. The reference staff also presents 
general orientation lectures on demand. 

REFERENCE DESK - Fublic service point staffed by the Reference Department 

and subject librarians and assistants* Se also Science Reference Desk. 

REMOTE STORAGE - Areas for the storage of lesser-^used library materials 
outside of the Morgan Library. 

REPAIRS - A unit within Preparations Department that has charge of mending 
materials for which rebinding is not necessary. 

REPRINT - li A reimpression (intact) of material that haB been published before. 
2* A contribution to a periodical* afterwards issued separately, though 
not necessarily of the same type as the original* Reprints are printed 
copies prepared by the publisher as oppdsed to photocopies. 

RESEARCH SERVICES DIVISION - One of the five divisions of the library , 

responsible for activities which Involve the study and evaluation of 
library operations and library automation activities. 

RESERVE DESK - A unit of the Circulation Department where books .selected 
by faculty for required class reading are segregated and loaned for 
limited periods* 

REl'RO ORDER Retrospective order. The ordering of back issues of a journal 
or serial to complete the set. 

ROUTING - The systonatlc circulating of material to staff members. 
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SAG - Space Allocation Group. A former task force appointed by LFC to 
work on space problems in the library. 



SBC . Serials Book Catalog* A computer-generated listing of cataloged serials 
contained in the CSU Libraries. Refers to the book catalog, compucer 
print-out, and microfiche versions* 

SL - See Shelf List, 

SLA* 1* Special Libraries Association. 2. SenSor Library Assistant. An 

obsolete state Glassified position syperceded by Administrative Clerk A. 

SCI REF - Location symbol used in call numbers of materials in Science 
Refer^ence Area* 

SCIENCE REFEmXE - The area within the Public Services Division, which handles 
reference work in engineering, forestry, agriculture^ biological, 
biomedicals and physical sciences* 

SCIENCE REFERENCE DESK - Public service point staffed by science subject 
librarians and sissistants, 

SEARCH " 1* The exhaustive location process carried out by the Circulation 
Department when a patron cannot find a book on the shelf or in the DAR. 
2i A process carried out by the Identification Department to determine if we 
have a publication in our collection or on order. Involved are checking 
the card catalog, orders out files, Kardex, and other bibliographic 
tools* Also, it involves establishing the correct bibliographic entries 
for a piece* See also Literature Search, 

SECOND ENTRY - See Added Entry* 

SEE REFERENCE - A guiding device in card catalog, index, or bibliography 
directing the user from the form of a name or subject not used to the 
form that is used* 

SEE ALSO REFERENCE - A device in a catalog, index or bibliography that guides 

a patron to other related names or subjectr. which could help him find more 
material. Subject **see also" references mud in the card catalog are taken 
from th© book Library of Congress Subject Headings, a copy of which is 
at the vest end of the card catalog. 

SE-LIN LABELS - WTilte labels bearing the call numbers usually on the spine 
of a book* Se-Lin refers to the brand name of the labelling system,, 

SENSITIZE ^ To prepare a book for the electronic detection system. SensltiEed 
material will trigger the alarm at the eKlt. 

SERIAL - A publication which le isiued In iuccessive parts at regular or 

irregular Intervala* Serials are usually intended to continue indef inately* 
Bcamples are annual reports, periodicals newspapers, proceedings, numbered 
monagraphlc ssrles. 

SERIAL RECORD - A separate card catalog located near the periodical indexes 
on the first floor telling which serials the library has and'thelr call 
ntmbws. Pencil notations indicate material that Is unbound, and Ink or 
typad notations indlQats material that is bound. Current issues of a 
flerlal do not appear In the Serial Record until they are bound or 
ffilcroform copies ar© recelvad. 
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SERIM. SET -* A special edition of United States Senate and House journals, 
reports and documents, grouped in series and numbered consecutively, 
which Congress orders printed after each Congress, 

SERIALS - The section of the Acquisitions Department which handles all aspects 
of acquiring periodicals and other serials • This section encumbers orders, 
approves invoices, maintains a Kardex file of receipt of issues or volumes, 
claims items not received, prepares periodical issues for shelving and 
processes gift and exchange periodicals* 

SERIALS BOOK CATALOG - See SBC. 

SERIES - A nuniber of separate works issued In succession and usually related 
to one another In subject or form and issued by the same publisher In a 
uniform style. The collective title may appear somewhere on the piece. 

SERIES AUTHORITY FILE - A record of proper forms for series to keep the entries 
uniform. Also gives information as to whether or not to trace a series, 
i,e. make added entry in the catalog. This file is located in the Catalog 
Department. 

SERIES COOTENTS - An author and/or title listing of those parts of a series 

which are held by the library. Series conttnts are used when each piece 
:;as a unique title as well as the series title. Series contents cards 
are filed numerically behind the series main entry in the card catalog. 

SERVICE POINTS - Areas in the library where patron asGlstance may be obtained i 
reference desks, loan desk, reserve desk, mlcrotext room, Interllbrary 
loan office, photoduplication area, special collections ^ documents. 

SET ^ A work complete In two or more volumes. A collection of books forming a 
unit* as the works of one author issued In uniform style. 

SHELF LIST - A record, usually a card file, of books In a library with the 

entries arranged in the order of the books on the shelves—in other words ^ 
In call number order. Our shelf list gives the number of copies or volmnes 
of monographs that are In the Libraries. 

SHIPPING AND RECEIVING - See Mail Room, 

SINGLE TITLE CONTINUATION - A set which comes out In parts over a period of 
time with a definite end in vie%^. Serials places a standing order for 
the set I the term Is used for processing purposes. 

SLMTED SHELVES - See Display Shelves, 

SLIP LAW - A law in Its first printed form after passage in Congress prior 
to its publication in the \Ug. Statutes , Available In Dociments* 

SNAG - A term used in the Clreulatlon Department for material or book which 
has a check-out charge that cannot be resolved Immediately* 

SOFTWARl - the programs and routines used to utilise the capabilities of 
QOmputera and other equipment. See also Hardware • 

SOUTH FOf ER - Alcove off the lobby where the Serial Record and general 
periodical indexes are located. 
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^. SPECIAL - A sjTnbol used in the call number of materials which are housed in 
the Special Collections Department - 

SPECIAL COLLECTIONS DEPART^EEOT - The departnienC in the Public Services Division 
responsible for rare books, manuscripts, archivesp audio tapes and 
microforms, 

SPECIAL PRIVILEGE CARD - A card available to GTA, GRA or PhD candidates upon 

application and signed by advisor which entitles them to faculty privileges 
at the library^ i.e. application for quarter loans and exemption from 
fines . 

STACKS - Shelves on which library Tnaterials are arranged. This is an "Open 
Stacks'* library, in which readers have direct access to the shelves* 

STAFF ASSOCIATION OF THE COLORADO STATE UNIVERSITY LIBRARIES - An organiEatlon 
which provides services and activities of a social nature for the staff, 
such as maintenance of the staff lounge, sending of sympathy cards and 
flowers I and planning of parties- Membership is open to any staff member 
upon payment of dues. 

STARS ^ STRIPES FOREVER - Location symbols on the spines of books. 

STATE DOCUMENTS - Books, periodicals and other materials originating in^ 

or bearing the imprint of^ an office or agency of a State government. 

STICCT- WICKET BOX - File kept at the Reference and Science Reference Desks giving 
answers to difficult and/or recurring questions, 

SUBJECT HEADING k word or phrase indicating the subject under which all 

material dealing with the same topic is entered in a catalogs bibliography ^ 
or arranged in a file. This library uses Library of Congress subject 
headings. 

SUBJECT LIBRARIANS - In this library, librarians primarily responsible for 

collection development and performance of reference service related to their 
specialised subject fields. Specific areas of subject responsibility are 
biological and medical sciences, business and economics ^ engineering 
sciences, forestry and agricultural sciences, humanities, physical sciences, 
and social sciences. 

SUBJECT SUBDIVISION - A restrictive word or phrase added to a subject heading to 
limit it to a more specific meaning. 

SU-DOCS ^ An abbreviation referring to the UpS. Government Superintendent of 
Documents, the faderal government printer * 

SUCCESSIVE TITLE A type of serials cataloging in which the previous title 
entry la a closed entry but the same call number is retained. Complete 
new descriptive cataloging is done for the new title. Successive title 
cataloging can occur when a serial title changes* 

SUGGESTION BOX - A receptAcla for deposit of suggestions from patrons. The 
suggestions are answered and posted above the box by the Assistant 
director for Public Services. 

36 



ERIC 



SUPPLEffiNT (SUPPL.) - A complementary part of a book or article^ which adds 
information to, or continues the text of, the orl|lnal* Usually issued 
separately, supplements are often represented by a dash--on entry in the 
card catalog of this library* 

SUPPLEMENTMY CATALOG OF U.S. GOVERNtffiNT DOCU^IEOTS - A catalog of U.S* docuinents 
not Indexed in the Monthly Catalog, prepared by the DDcuments Librarian, 

SWITCHBOARD ^ The telephone exchange in the main office which handles incoming 
library calls and routes them to the appropriate departnients. 
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TWX (TELETYPE) - A system used for the fast transmission of written inforination 
via telephone lines ^ located in the Interllbrary Loan Office. 

TAPE DRIVE - Recording parts of the multiplexer, the recording unit of the 
automated circulation system. 

TATTLE TAPE ^ Brand name of the 3M detection system in use in Morgan Library, 
See also Book Detection System, 

TECH KEPT Location symbol used In all numbers of material In lechnical 
Reports C*:inter* 

TECHNICAL REPORTS - Publications which report results of research or development , 
often conducted or sponsored by the U.S. government. They are considered 
to be "unpLblished" because of their very Iteited distribution, rapid 
obsolescence, and method of reproduction (multilithp miineograph, Xeroxj 
microfiche^ etc.) 

The Libraries own a substantial number of these reports, which^ together 
vlth their indexing/abstracting journals t are shelved in the Technical 
Reports Center * Room 216^ second floor, north wing, west of the Documents 
Department Office. 

TECHNICS SERVICES COUNCIL - See Councils, Libraries* 

TECHNICAL SERVICES DIVISION - One of the five divisions of the Libraries, 
composed of the following departments i Identification, Acquisitions ^ 
Catalog, Preparations, and Documents. 

TELEPHONE USE - See appendix on Telephone Use on page 32, 

THERMOFAX ^ Trade name for a duplication method and it's machinery. 

TITLE ^ The name of a work. 

TITLE ENTRY - The record of a work in the card catalog under the title* 

TITLE PAGE - One of the preliminary pages of a book with the title, the 

author -s (editor's, etc*) name, and imprint. The title page is usually 
used as the authority for cataloging Information, The verso of the title 
page usually carries the copyright date* 

TEACINGS - The record on the main entry card of all the additional entries 
under which the work is represented in the card catalog* 

TRIANON COLLECTION ^ A large private collection purchased from the Trianon 

Foundation in Colorado Springs, It is now merged into the Libraries' collection. 

TRUNCATE - In shortening a word, to cut off at a given point ss opposed to 
abbreviate, 

TYPING ROOM « Room 132, where coin-operated electric typewriters are available 
for patron use. 
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UNC - University of Korthern Colorado, Greeley* 

USBE - United States Book ExchanBe - A repository for library inaterials not VLmted by 
a member library which may be sold elsewhere, 

^CATALOGED LOAN - The lending to patrons of unprocessed materials by the 
Identificatioii Department. 

UNION CATALOG - A catalog combining entries from a group of libraries or branches 
of one library- It may exist as a card file or in book form and 
cover all holdings or be limited by subject or type of mterial. 

UNION LIST - See Union Catalog, 

UNION LIST OF SERIALS IN LIBRARIES OF THE UNITED STATES MD CA>^ADA - A union 
catalog listing .periodicals which began publication before 1950, giving 
place and beginning date of publication^ and a record of holdings in 
more than 900 United States and Canadian Libraries, It is updated by 
New Serial Titles. 

Ul^IT CARD " A basic catalog card in the form of a main entry. Such 
cards may be used for all entries with the appropriate heading 
typed at the top of each card, or with the appropriate tracing underlined, 

UNITED STATES BOOK EXCHANGE - See USBE. 

UPDATE ERBOR ^ Error recorded on automated circulation system which is not 
the fault of the equipment. Tot example books checked in twice ^ books 
cheeked in which were not charged out, books rharged previously not 
returned f etc. A list of update errors is generated each time the 
DAK le printed* Such errors are then corrected manually. 
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^'.VE^^R " A company or othor source from which items are purchased. 



VEinX)R FILE - An alphabetical file of vendor invoices which have been 
paid. It is located in the Accounting Office. 

VERIFICATION - The establishment of the correct bibliographic information such 
as author, title, publisher^ date of publication, price and series, using 
an authoritative source^ such as NUC, NST* CBI| other indeKes. 

VERSO ^ 1. The reverse side of the title page which usually includes 

the copyright or date of publication, 2^ Any left=hand page of an open book* 

VERTICAL FILE - A collection of pamphlets, clippings and pictures kept in a 

filing cabinet. EKamples are the where-in in the Word File, Occupational- 
Vccational Files, etc. 



40 



ERIC 



WALFORD - A cocmion reference to the following works Walford, A.J., Guide to 
to Reference Material, V. 1-3. The Guidei published in Great Britain, 
is an annotated bibliography of reference works. Sometimes referred to 
as "The British Wlnchell." 

WESTERN LITERATURE COLLECTION - A large and Gomprehensive collection of works 
of fiction and iroaglnation having their settings in the tocrican Frontier 
West, The location symbol WESTEW^ identifies these Items which are 
housed in the Special Collections Department, 

WHERE IN THE WORLD FILE - A collection of uncataloged material of a descriptive 
nature concerning U.S, cities and states and world countries and cities. 
Included are highway maps, city maps, and touring guides. It is maintained 
^y the Reference Department. 

WINCHELL - A common reference to the following worki Winchell, Constance M,, 
Guide to Reference Books, The Guide is an annotated bibliography of 
reference works, classified by subject. 

WORKM^K - The first letter of the first significant word of the title of a 

book. It is sometimes placed itsnedlately after the Cutter number In the 
cataloging to distinguish different works by the same author, particularly 
In fiction cataloging* 

WORK ROOM - Two rooms, one located in the basement and the other on the 
second floor, which are used by the Circulation Department to sort 
books for reshelvlng. 

WORK* STUDY - Students employed by the University on government grants* 
WORK WEEK - For payroll purposes, Monday morning until Sunday evening* 
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X - A syroboi used in the call number to denot "Restricted," referring to 

eKtreraely popular items which because of high risk of loss are kept at 
the Resei^e Desk. 

XEROX ROOM - See Photoduplication Room. 
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ZAP - Slang for to sensitive ot tb fieblnslti^e material for the electronic 
detection system* 



006 * A coding symbol used in the DAR which means that one search has been 

made for a requested bookt 

007 ^ A coding sjrobol used In the DAR which means that at least two searches 

have been made for a requested book and the book is now presumed losti 

008 ** A coding aymbol used In the DAR which means a book lost by a patron 

(he has failed to return it within 28 days) , 
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